



























































Attachment V

CONFERENCE TRANSPARENCY REPORTING
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Attachment V

Conference Transparency Report Definitions

Column Heading

Agency

Instructions

| Acronym of agency reporting the conference.

Conference Name

Exact name of the conference. Omit “Annual” or year from
name. Use OCFO’s suggested list of names whenever
possible.

A/S

“S” for conferences sponsored by your agency. “A” for
conferences attended, but not sponsored by your agency.

Curriculum Based Education (Y/N)

Indicate curriculum based training with a “Y”, otherwise put
6‘N$’.

City B Location and dates of the actual conference location (not the
State | lodging location or video conferencing site). Use OCFO’s
Start suggested list of locations/dates whenever possible.

End

# Agency Participants Number of agency employees who attended the conference.

Include USDA employees from other agencies authorized
and paid by your agency.

# Non-USDA Participants Paid by Agency

Number of non-USDA conference participants whose
expenses were fully or partially paid by your agency.

Travel Expenses $

Travel expenses paid by your agency for this conference.

A/V Costs $

Audio visual expenses paid by your agency for this
conference

Food or Beverage Costs $

Food costs paid by your agency for this conference. Include
any directly procured light refreshments or government
provided meals. Exclude M&IE costs that were included in
the travel expenses.

Salary Costs $

Salary costs of employees attending the conference. Include
both the time at the conference plus en route travel.

Other Costs $

All other costs related to this conference not reported as
travel, A/V or food.

| Explanation of Mission Impact

For sponsored conferences with a total cost of 100K only,
provide a couple of paragraphs explaining the purpose of
this conference and how it furthered the mission of your
agency.

Contracting

Provide one of the three following answers: "YES. SOLE
SOURCE."; "YES. COMPETITIVELY AWARDED.” or
"NO. EXPENSES ARE FOR TRAVEL, FEES OR BELOW
MICROPURCHASE LIMIT."

Basis for city selected

Provide one of the following answers: “Based on a cost
analysis of 3 or more cities”; “More than 50% of the
attendees work of reside in the selected city”’; “Used TRX to
determine the least expensive location”; or “Attended, did
not select location.”

Facility Type

Provide one of the following answers: “USDA facility”;
“Federal facility”’; “University”’; or Commercial Facility”.






